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Introduction to Agency Retention Schedule

The Importance of Records

Records are the institutional memory of government. Every agency is responsible for creating and
maintaining records that adequately document the organization, functions, policies, procedures, and
major activities of the agency. An agency’s records should reflect the evolution of agency policies
and decisions, provide the information needed by successor officials to make intelligent decisions,
and provide a lasting record of the unique contributions of the agency. Proper records must be kept
to document the financial and legal commitments and interests of the government and of its citizens,
and to permit oversight of an agency’s activities.

Records Management
It is not only important that every agency create and maintain adequate documentation, but also that

it provide for the proper disposition of its records by adopting a comprehensive records management
program. Such a program establishes controls over records from the time of their creation to the time
of their final disposition. It seeks to (a) provide for the timely and systematic removal of inactive
records from an agency and the eventual destruction of those of a temporary nature after an
appropriate length of time; and (b) identify those records of such historical or other importance that
they should be preserved permanently in the District of Columbia Archives. A records management
program is vital to the efficient and economical operation of government. Without it, offices would
be drowning in records, at tremendous costs to the government in space, filing equipment, staff, and
general efficiency of operations.

Records Schedule

The records schedule forms the heart of a good records management system. A schedule identifies
those records of continuing value that are suitable for accessioning into the D.C. Archives and
authorizes agencies to dispose of those records of temporary importance. A schedule is a detailed
timetable that specifies the length of time records should be kept in active and inactive status prior to
their final disposition. It prescribes how long a record should be maintained within an office before it
may be destroyed, moved to low-cost storage in the D.C. Records Center, or transferred to the D.C.
Archives to be preserved permanently.

There are two (2) types of records schedules: (1) an agency retention schedule; and (2) a general
records schedule.

(1) Agency Retention Schedules — The attached schedule is an agency retention schedule. It is based on a survey
of the specific records created, received, utilized and maintained in the various offices of your agency, and
its disposition instructions are tailored to those records unique to your agency. It provides legal authority for
the disposition of official records of your agency alone,

(2) General Records Schedule - In addition to agency records schedules, there are also general records
schedules. These schedules provide disposition authority for records common to most or all agencies of
government. They cover records relating to personnel, fiscal functions, accounting, budget, procurement,
transportation, and other common or housekeeping functions. An agency may implement or utilize the
disposition instructions of a general records schedule where applicable or may apply a retention period that
differs from that in the general schedule by submitting a retention schedule for that particular record series.
However, General Schedules do not apply to documents dated before January 1, 1921, If you have records in
your office dated earlier than 1921, please contact the D.C. Archives for an appraisal of those records.
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The general records schedules that have been developed for the District of Columbia are embodied
in D.C. General Records Schedules 1-18 and 20-24. The Office of Public Records is currently in the
process of updating the DC General Schedule to reflect changes in the government, the
implementation of new procedures, policies, and practices, as well technology over the past 30 to 40
years. Changes will be posted and agency records management officers will be notified.

Amending an Agency Records Retention Schedule

An agency records retention schedule is not a static document, it must be reviewed and revised on a
regular basis. The organization of an agency, its functions, and programs are constantly changing,
and the schedule must be continually updated to incorporate these changes. Amendments to agency
schedules may be initiated either by the agency or by the Office of Public Records. Regulation 1
DCMR 1504.1(h) requires Agencies to review schedule annually to insure that it is up-to-date and
provides for the disposition of all series of records not covered by the general records schedules.

In order to understand and apply the records retention schedule for your agency, it is important to
define certain terms that are used in records management and archives.

What are Public Records?

Public records are defined by the District of Columbia law as “any document, book, photographic
image, electronic data recording, electronic mail, paper, video recording, sound recording,
microfilm, computer disk, or other material, regardless of physical form or characteristic, that
documents a transaction or activity made, received, or retained pursuant to law or in connection with
the transaction of public business by or with any officer or employee of the District.” Records are
made or received and utilized by an office as it conducts its business. They relate directly to the
mission of an agency and document the functioning of an agency. Although a paper document is the
most common form of a record, a record can be of any physical characteristic. Computer tapes and
disks, sound and video recordings, photographs and motion picture film, microfilm, maps, and
charts, may each constitute an official record. Records as defined above belong to the District of
Columbia. In no sense are they the personal property of an individual. They may not be destroyed
except under legal procedures established by the government. One of the major purposes of an
approved agency records retention schedule is to provide authority for the legal disposition of
official records.

What is Non-Record Material?

Not every document in a government office is an official record. The following types of material are
usually considered non-record: duplicate copies of documents; pamphlets, periodicals, books,
printed reports, and other materials maintained for reference purposes; reference copies of Mayor’s
Orders, Mayor’s Memoranda, and the D.C. Register; reading files (“chron files); copies of
memoranda, correspondence, reports, and similar materials received from other agencies that require
no action; drafts of reports and correspondence and related working papers that don’t impact or are
not considered essential to a final decision regarding policies, laws, and regulations, and that don’t
demonstrate the thought processes and reasoning behind making those decisions; blank forms,
transmittals, and routing slips; and materials relating to fringe activities of an agency such as
charitable fund drives.

Non-record materials are disposable on agency authority alone. If you are unsure as to the status of
certain kinds of material, please call the Office of Public Records for assistance.
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What are Personal Papers?
Some officials and employees keep personal papers within their offices. These are documents of an

unofficial, private nature that pertain to an individual’s personal affairs and do not relate to official
business. Such papers might include files accumulated by an official (or employee) before they
assumed office, or documents relating to one’s private concerns, such as outside business activities
or memberships in professional organizations, or personal notes or dlarles that are totally unrelated
to public business.

It is important that such papers be kept apart from official records and that they are clearly labeled as
private papers. Please take care to see that personal papers do not become intermingled and confused
with official records.

Retention Schedule Basic Terms and Use:

Close Date The date or timeframe from which no further information may be added
to a record.
Cutoff Date After records close, a date or timeframe is selected as the “cut off”,

designating when the record becomes inactive. This date starts the
retention time clock and occurs at regular intervals. Please note, close
and cut off may be the same date.

Destroy/Delete Records may be destroyed or deleted in accordance with DC Code § 2-
1701, and Agency policy. Care should be taken to ensure proper
destruction of government records.

PHI Personal Health Information defines the information covered under the
HIPAA privacy rule. Federal protections apply to personal health
information held by covered entities and gives patients an array of rights
with respect to that information. At the same time, the privacy rule is
balanced so that it permits the disclosure of personal health information
needed for patient care and other important purposes.

PII Personally Identifiable information (PII), or Sensitive Personal
Information (SPI), as used in US privacy law, is information that can be
used on its own or with other information to identify, contact, or locate a
single person, or to identify an individual in context.

Remaining Retention  Total retention period minus length of time records are maintained on-

in Records Center site. For permanent records, this is the remainder of the period that the
records remain in the legal custody of the agency before transferring to
the Archives.

Transfer of Records Upon completion of on-site retention, records may be transferred to the

(Physical) Records Center, the DC Archives or deleted. Records transferred to the
Record Center remain in the legal custody of the Agency. FOIA requests
for these records are sent to the Agency, and the Agency is responsible to
respond and release information as appropriate.
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Transfer of Records Upon completion of on-site retention, records may be transferred to the

(Legal) Records Center, the DC Archives or deleted. Records transferred to the
DC Archives transfer legal custody to the Archives. FOIA requests for
these records are the responsibility of the Archives.

Total Retention The total time a record is to be retained in the legal custody of the District
after cut off,

Years in Office Length of time records are maintained on-site at the Agency after cut off.
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Organization

District of Columbia Board of Elections

Policy and Procedures

Two hardcopies or a single electronic copy accompany this submission

List Executive Directors

Emmett Fremeaux

Alice P. Miller

Sylvia Goldsberry-Adams (Acting)
Rokey Suleman

Paul Stenbjorn

Clifford Tatum

Terri Stroud (Acting)

Alice P. Miller

Monica H. Evans

Vi
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Citations Impacting Retention

Federal
2 CFR § 200.333 (Grants)

DC Legislation
DC Code § 2-1701
DC Code § 2-1706
DCMR § 1-1504.1(d)

Court Orders
None

Audits Impacting Retention

None

vii
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